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OPERATIONAL SERVICES DIVISION
Job Aid:
Locate a Grant Posting in COMMBUYS Part 1

This Job Aid shows how to:

e Locate a Grant Posting
e Read a Grant Posting
e Additional resources (registration, other job aids)

Of Special Note:

All state agencies are subject to 815 CMR 2.00, State Grants, Federal Grant Awards, Federal Sub-grants and Subsidies
as well as the Office of the Comptroller’s policy on State Grants, Federal Sub-Grants, and Subsidies. Departments must
use COMMBUYS to publicly post the availability of a discretionary Grant or Grant Program and publish the results of
grantee selections. Use of COMMBUYS to receive electronic quotes for grant opportunities is optional; however, state
agencies are encouraged to require grantees to register and submit quotes (applications) through COMMBUYS, which
provides a central repository for receipt of electronic applications. As more grantees use COMMBUYS to identify grant
opportunities, they will have a single location to apply for grants from multiple state agencies, resulting in efficiencies for
both the grantees and the state agencies.

This job aid provides instructions for searching the COMMBUYS Market Center for potential grant opportunities from a
public view. You do not have to be registered to navigate and download applications from the COMMBUYS system.
However, if you find a grant opportunity of interest that requires online submission, you must register as a COMMBUYS
Vendor in order to create and submit a response. Many grant recipients are municipalities, who may already have a buyer
account. A vendor account is required to respond. For questions concerning information required to set up a Vendor
Profile in COMMBUYS, please consult your business office or legal department.

Use the job aid “NEW Vendor Registration” for instructions on how to register in the COMMBUYS Market Center and use
the job aid “ Locate a Grant Posting and Create a Response” to submit your grant application quote response.
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OPERATIONAL SERVICES DIVISION

Job Aid:
Locate a Grant Posting in COMMBUYS Part 1

Screenshot Directions

Step 1
Launch the COMMBUYS website by

entering the URL www.commbuys.com,
into the web browser.

— OPERATIONAL SERVICES DIVISION ———

COMMBUYS is the only official procurement record system for the Commonwealh of
Massachusetts’ Executive Departments. COMMBUY'S offers free internet-based access to all
public procurement infoermation posted here in order to promote transparency, increase

"""'“'?" OMMBUYS

Select the Contract & Bid Search Link

competition, and achieve best value for Massachusetts taxpayers.

COMMBUYS INFORMATION:
For more information on COMMBUY'S please visit the COMMBUY S support pages.
Training and Registration for Purchasers

Training and Registration for Sellers
Job Aids for Purchasers
Job Aids for Sellers

If you have any guestions or concerns contact the COMMBLUY S Help Desk at
COMMBUY S@state ma.us or ring us during normal business hours (8AM — SPM Monday —
Friday} at 1-888-527V-8283 or 617-720-3187

. Reqgister

Register here to begin using COMMBUY'S.

“endors, please read this disclaimer prior to registering.
. Complete Reqgistration

Complete registration here to begin using COMMBUY'S.

“endors, please read this disclaimer prior to completing registration.
. Open Bids

Browse open bid opportunities.

. Active Contracts

Browse active Contracts/Blankets.
L1 Contract & Bid Search

Search for Bids and active Contracts/Blankets.
. Registered Vendor Search

Search for registered vendors.

Login I1D:

Password:

Forgot your password?

14 Periscope Holdings, Inc
All Rights Reserved

Step 2

Select the Bids indicator.
Advanced Search

Searchfor: | @ Bids () Contracts/Blankets
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Advanced Search
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Step 3.

There are a number of ways to search for
Grant Opportunities.

e Bid # - entering any part of the bid
number will bring you directly to the
grant opportunity

e Bid Description — use the word
“grant” to search for grant
opportunities that have used “grant”
as part of their description (this may
result in a high volume search results
display, use with another search type
to narrow down results).

¢ Bid Opening — use the calendar to
display grant opportunities by bid
close date

e Organization/Department — select
an organization or department to
search specific grant opportunities,
organized by COMMBUYS ID number

e UNSPSC - select a code to narrow
search by commaodity/service code
only (use the COMMBUYS UNSPSC
Overview for Buyers webcast to
help identify the best code)

e NEW UNSPSC Grant Opportunity
Code. Use in addition to Commodity
Service Code Search, to insure you
are connected to all Grant
opportunities. Select the new Grant
Opportunity Code (00-00) from the
UNSPSC Segment/Family Dropdown
Box. It will be first on the list and the
Class Code (00) from the UNSPSC
Class Code Dropdown Box.

e Entered Date — use the calendar to
display grant opportunities by the date
entered into the system

Select the Bid Link from the search
results of the bid/grant application you
would like to view.
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Job Aid:
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Screenshot Directions

Bid Solicitaton: BD-14-1002-1003-001-00000000040 Step 4
Header Information

Bid Number: B0-14.1002.3003001. Descion:  Ayctenoery Gatyen. Bid Opening Dote:  (530z0 If electronic response is indicated on the
Pachoser N GO Organization: Cessiestatgrcti Header Information as Yes you must
Resources .
o O Dok e create a response online. _
Fiscal Year: " Type Code: A COMMBUYS Vendor account is
Ahornse 4 Requind 5 requ.ired. to create/submit your grant
Due: application response.

Info Contact: Aessder GhGrats sz Bid Type: oFEN
Purchase Method: Open Martat
Pre Bid Conlerence: If NO is indicated be sure to read the
Bulletin Dese: submission instructions included in the
Shipio Address: s e e Print Format: grant application attachment.

Sute S0 Sute 00

Boston MA 02182 Boston, MA 02182

Pose: BITH6.1765 Pote (6176261785
‘h . Agrcytersl Energy Gr R
Form
Atachments:

Step 5

Item #1: (70.14 - 00) The of 'MDAR" or "Department”) s tural operations to submit is seeking funding for . . .
gricutural energy projects fort Fi d to faciltate adog fi gy technologies. By cfs
R BT b The next section of the Bid document is
Reimbursament grants of up to $20,000.00 will be awarded on a competitive basis. All projects must be completed by June 30, 2015 and all reimbursements are subject to. H
Department funding sources. Satisfactory receipts for costs of approved practices must be submitted to MDAR and approved prior to any reimbursement. NOTE: al funding the Item Informatlon.

is subjsctto appropriton

UNSPSCCode: 70-14-00 . . .
Cropprcusion s ransgenent s gfcion Item information may provide the grantee
aty Unit Cost uow Total Discount At Tex Rale Tax Amount Total Cost Wlth Special inStrUCtionS, reStI‘iCtionS, or
- m— information related to the grant
Manufacturer Brand: Wodel . .
ke stz application process. Be sure to read the

posting in its entirety.

Bid Solicitation: BD-15-1002-1003-001-00000001084

Step 6

Header Information

Bid Number: BO-15-1002-1003-001-00000001084 Description: Buy Local Grant Program FY 15 Bid Opening Date: ReV|eW the post”’]g and download any
Purchaser: Alexander Gil Organization: Department of Agricultural Resources.

Department: 1003 - MDAR Adrininstration Location: 001 - Agmiistration attachments as needed for your

Fiscal Year: 18 Type Code: Allow Electronic Quote: response .

Alternate Id: Required Date: Available Date :

Info Contact: Bid Type: OFEN Informal Bid Flag:

Purchase Method: ~ Open Market

Pre Bid Conference:

Bulletin Desc: The Wassachusetts Department of Agricultural Resources is solicting marketing proposals from non-profit organizations experienced with local agriculture to establis!
Wassachusetts and/or to enhance the buy local efforts in westem, northeaster and southern Massachusetts.

Ship-to Address: Alexander Gil Bill-to Address: Alexander Gil Print Format:
251 Causeway Street 251 Causeway Street
Sute 500 Suite 500
Boston, WA 02114 Lot N
us file Download - ==

Emai: alexander. gii@state.ma.us
Phone: (617)826-1765
Do you want to open or save this file?

;Itltgchmenls: AGR-BUYLOCAL-2015

B, Name: BuyLocalRFR2015.doce
Form = Type: Microsoft Word Document, 55.2KB
Attachments: From: www.commbuys.com
Amendments:

| menament | Amendmy
Lo J[osme J[ ot ] {6 ooams

I igy Ve fies from the ntemet can be useful. some fies can poertialy
hamn your computer. I you do not trust the source. do ot open or
save this e, What's the fisk? | Bations.which submt proposals under this RFR)
||feal programs.

Item #1: (21-10 - 00) The Department is soliciing I

Item Information

programs that encourage

UNSPSCCode: 21-10-00
‘Agricubural and foresiry and landscape machinery and equipm

aty ‘ unit Cost ‘ uon ‘ Total Discount Amt. ‘ Tax Rate | Tax Amount |

) == \ \ | |
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OPERATIONAL SERVICES DIVISION

Job Aid:
Locate a Grant Posting in COMMBUYS Part 1

Screenshot Directions

Login I0:

Fassword:

Forgot your password?

© 2014 Periscope Holdings, Inc.
All Rights Reserved

Step 7

If you are ready to respond via electronic
guote submission, return to the
COMMBUYS landing page.

Log in to your COMMBUYS Vendor
Account to get started. See the job aid
“Locate a Grant Opportunity and Submit
a Quote in COMMBUYS” for more
instructions.

COMMBUYS Job Aids

COMMBUYS

——— OPERATIONAL SERVICES DIVISION ——

@ Find Your COMMBUYS 0SD is excited to share with you the COMMBUYS Job Aids page. All job aids will
Community will be available on this page, please bookmark for future reference. Here you will

find resources designed to assist you in the use of COMMBUYS. We will
continue to post additional job aids as they are scheduled through the month of

June and ongoing.
Local Governments and Non-Profits

Commonwealth Agencies

Suppliers N
Py Job Aids for Purchaser

Liak=0ns and/Change Ageits The COMMBUYS Purchaser page provides job aids for the Purchaser Community.

Step 8
Additional job aids can be found online in
the COMMBUYS Resource Center.
Go to the OSD website at
www.mass.gov/osd.

Select the Learn About COMMBUYS
link.

Select the COMMBUYS Job Aids link.
Select the COMMBUYS Job Aids for

¢ You're using an older version of Internet Explorer that we'll soon stop supporting. Please update your browser to the latest version.

c@MMBUYS ) Operational Services Divi

‘OPERATIONAL SERVICES DVISION
SELLER REGISTRATION

NEW Registration for COMMBUYS Vendors

e XX

SELLER REGISTRATION: NEW Registration for COMMBUYS @SD éE;ﬁS&EE%SE?I&i’;iw
Vendors Ik by tecant

2419 e ™ HOW TO USE MASTER

@sD BLANKET PURCHASE ORDH
by 1ecanf

w® Like B it o

Seller Link.
Job Aids for Seller
The COMMBUYS Seller page provides job aids for the Seller Community.
Connect with us online
Key Resources
Howdo Contactuls OSD  SDO  SBPP  MASSbuys  MASSbuys
You(Iif a Uplosa Step 9

Need to Register?

See the job aid “NEW Vendor
Registration” or view the online recorded
webcast for instructions and best
practices for registering as a NEW
Vendor in the COMMBUYS Market
Center.
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http://www.mass.gov/anf/docs/osd/commbuys/locate-a-grant-in-commbuys.pdf
http://www.mass.gov/anf/budget-taxes-and-procurement/oversight-agencies/osd/
http://www.mass.gov/anf/budget-taxes-and-procurement/procurement-info-and-res/conduct-a-procurement/commbuys/
http://www.mass.gov/anf/budget-taxes-and-procurement/procurement-info-and-res/conduct-a-procurement/commbuys/commbuys-job-aids.html
http://www.mass.gov/anf/budget-taxes-and-procurement/procurement-info-and-res/conduct-a-procurement/commbuys/job-aids-for-sellers.html
http://www.mass.gov/anf/budget-taxes-and-procurement/procurement-info-and-res/conduct-a-procurement/commbuys/job-aids-for-sellers.html
http://www.mass.gov/anf/docs/osd/commbuys/vendor-registration.pdf
http://www.mass.gov/anf/docs/osd/commbuys/vendor-registration.pdf
https://www.youtube.com/watch?v=mWMLx4UgHtQ&index=6&list=PL247E2162C4B2F10A
https://www.youtube.com/watch?v=mWMLx4UgHtQ&index=6&list=PL247E2162C4B2F10A

